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How to Fill Out Role Review 

Review the users, positions and roles that are provided on the spreadsheet. 

Review the following: 

• HCM roles that are assigned to the position under the Role section 

• BI roles that are assigned under the BI Role section 

o If only General Access role is assigned check the Professional Portal account for that user to 

make sure it is a Web GUI user.  

o If NOT a Web GUI user then the BI account is not needed and needs to be removed. 

o If the user a is BI only user ensure there is an agency data_profile role(s) assigned in HCM 

• The OOSB entry under Authprofile section 

o Authprofile(s) should match the data_profile role(s) on the position 

o WA_SOW should have a corresponding SR3P_DE_PERS_ADMIN_PROC role 

If you see that a user account needs changes enter Change in the Agency Comment column across from user 

information. 

  

If there are no changes needed enter No Change in the Agency Comment column across from user information. 

 

Specify what changes need to be made. 

• If the role need to be added in HCM or BI enter Add ‘Role Name’ role in the Agency Comment column 

anywhere near the Role or BI Role section. 
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• If a role needs to be removed enter Remove next the role that needs to be removed. 

 

• If all roles needs to be removed from a position or BI account needs to be removed enter Remove next 

to the Role or BI role  

 

Complete example: 

 

 


